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DRAFT -~ 5 Mareh 1962

1. The attashed staff stely recommsads that eertain refinements be
made ia the Clasdestine Services sgpronch to subjeet filing. Thess changes
vill affect the "effisial systen” as describded i |mm1n 251
wwmu/mnnmnammmwm
mmm&mqm.'mmntctum
Wmuhhq-t'm-ni-’mwin;mﬁms
ords whieh are impertant to our crgsnisation in suy cestrel sense. The nev
gauge, or standard, of what is importazt weuld be the assigrment of s func-
tmuumuﬁm-m«ammmﬁmmé
ticn. Additiomally, swsh slemsnts would be required o tsks an active,
contimiing imterest in the recards reflecting their function. We would
change the ratio of impottant, ocmtralled, or "offieial” recards o
suxiliary or waofficial resords from the present 30/70 %o an setimmted
50/50.

2. The proposal itself, despite conceptusl simplicity, inevitadly
beccmes teshmical ia its application. Per this ressen, 1t is recommended
ﬂnm,ldunqmun'utﬁlﬁlu'annlef1i¢l-aumquhr4huun,ﬁhrpnn
mzmu”h-u&m«mmmmﬁ

affected components.
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I. PROBLAN
mmmfmsy:mmn-nmmrmmm,w
deliberstely not represent, all the elements of the orgaaization to
which it sppliss. The “official” subject files of the Clandestine Ser-
mmmzﬁuwmmwuww&m
inventory. mmmmm'mtmbum,mum
and vithout the officisl system, vhich apply teo the C8 responsibility
rmmmmﬂmmmmmmmm-
mcﬂmttym,aﬁtcmw.WMm
and resesrch mesds. The fect that & large propartion ofkNese necessary
and regresentative files exist cutside the sy»Wem not culy demoustrates
the need but also demomstrates that the system, in its spplication, is
neither represeantative nor sufficieantly comprehsmsive. The a:ticul
subject £1iling concept 4oes indesd provids fer fuller regresentation of
CS mission elaments. That 1t has 20t vorked out is attridutehle im part
to 1ack of emforcament and lack of any sppeal to fumeticual elements
mmmwﬁermmwtuummmw
weaknesses in the comcept itself vhich make emforcement and implemsnuta-

tion extremsly 4ifficult.

II. PACTS BREARTIC ON THE FROBLEM

A. Thers are seventeen {17) major subject categories in the present sys-
tem With 5,775 subject file mumbers and titles assigned as of July
1961. The distridution of these assigned file titles within major
' eategories is not uniform; e.g., one haif of the 17 major categories
bave only 5% of the file titles and, conversely, 3 categories have
656 (Tab A). In other words, the afficial breakdown of the business
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With certain unenforced exceptioms, there are no pre-established
file titlss, i.e., 8 title for the fils is mads up as the need

for a fils srises sad, therefere, similar gyepers spplying %o
different countries may e filed in folders with differeat titles;

a file may bs established for a single dooumems$, or & folder may
contain sc muchk material that informtion 1s head to find. Twe
attempts t6 pre-sstaihlish file titles have failed because they

were informal and not followed up.

“Specific subject” file mumbers (the thres digits fellowing a
category namber) or the record meskowt are assigned comsecutively,
i.e., pupers on ths modus cperandi of an intelligesce service in
men;mmmmmssm‘mrwa
intelligence sarvice in Cermmny. ) o
msnagerial papers, i.e., most branch and division shisfs have sub- "}
ject filas eontaining cpersticmsl policy, plasming, sad precedent
paper that 1s ot intinded in the offieial C8 system, and whick
are maictained end disposed of st the discretion of the individual i
rether thas by Quy prescrived standurds. This is also trus tarcagh-
out the staffs. e
Cross refuremsiag and cross filing is the main source of subjest

file inforamtion but correspondence which will evextmlly be

filed iz 201 or project files is not being sdeguatsly cross refer-
mﬁﬁé&.m‘tfmﬁumﬁﬁwﬁmm,

£

dated 7 November 156l. This mmmorandum requssts more attemtiocn
10 the problem and points out that only 38 doswments were cruss
referenced in the south of Augest, 1961. '
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fhe subject files waintained in RID are not used as & reference
or resesral source a3 reflected by s tally of mvﬁ,mm
for files of wnich omly sbhout 20 ware for subject mattar.

The file titles that have been aseigned are, for the most part,
long descriptive phrases whick do not inclmie kay words for fast
reference identifisatica.
mgm-mmmimaﬁuﬂn&m
determined by the individual custodisns becsuse neither the offi-
eigfmﬁﬂmmmsm:m“w.

The disposition of subject Tiles is a time consuming, costly.
process becsuse s document by document review is required in

the smse mascar as for projects and 201 files, altheugh there

1s & relatively small smount of indaxed materisl ia them.

IXI. DESGSSTON

A.

The purpose of the category iz to capmrate subject fiis mmiterial
into cleaxrly defined groups which can be mere essily msnaged thes
if all material is ooubined. Buch groups should be regwessntative
of the organizations primsry respomsibilities. However, thie
ohjective is Gasfexted t0 a lage extent in the presect systam
because the catagiwries do not represent good sgpocticoment of the
record volume as evidanced by the high mmiber of file titles
sesigned in two or three categories, mand relatively few in the
remainder (Tab A). It is further defestad by the fact thet the
organisationsl elements represeating the naglected categories
bave naver been brought into the system ar parsuaded to try to
use the system.

. . | |
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e officisl subiest ' Tils system provides & precise iceatica for
fisding & doswsent which can be sssceinted ¥ith the proper file
maiber, ss bappens whea an index card refers ¢ persomslity
txformeticn or if & specific crose reference has Heen mede.
Bowever, the systes has very real dissdventages iz that 1t pro-
vides no organized pisn for determining hov a new dscumsat ehould
be filed, Mﬁ“sw%”hfm, ar how to

: &Mﬂwﬁm%wg Itmm%Mﬁ

wmmn-:mmm::m 1t makes

nﬁhi&tﬁmdﬂwdﬁlmﬂirm.

™is nost glaring dl'isiency of the systam is eviiesnsed by the m}‘"%
P

fact that the offieial CS subject files €0 not imelmde most of | &

%

the material saintained to PRIfil] Agemcy respomsibilities a=
outlined ia BCID 5/3. This is informmtien cn the Illegal Appmret
of the Commzist Perty held by the CI Staff, aad aset of the
material held is the divisions concerming the argsnization,
plans, and sctivities of Foreign Intelligsuce sad Security Sex-
vices., Thir.lack of a file plas solseo msans that w contizmally
40 owr day-te-day werk from the referemos instead of the recerd.
The limited cross referemcing to sudject filss, sad the infre-
quent calls fer these files in RIBD is en indicatiss of the faiiwre
of the system a3 s reference and research ssurce of imformmtion.
In spite of instructicus, suck as contained in CI Jemeread:n #97
mentionsd in paragreapi B. above, little changs can be expested
beceuse of the inherent difficulty in idestifying the yroper file
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tm rross refepence orf to sesrch. Ubidization, raview, oOr "Iiss
refepence actlon requires & reviev of & many page BMECLine List
of loog narrative titles without positioned key words and wiloout
seguznce bsiov the besic category nusber. TBis feiiure o Lhe

sy&wiﬁiﬁsﬁaﬁﬁ%“ﬁﬁsmwmt@ﬁ

evary reguéest for & report on tﬁg given subject nscsssitaiss =
specisl study rather than s sisple reviev of tiw record contained

in approgriate suché%ilan .

g
o
D

01 Memorsndue U0 represents & start in the establisiment of &
good subject file system. It is unfortumate that no folliow
through mction hes been taken to make it work properly, ¥niie to
uamﬁ%&%i@;scrmt@umﬁm.tmmj o simiier
effort Bas besn mads with respect to any of the oiber categories.
File plans for all emtegories, tied in with the preseutl Iile num-
wering system, could be developed and published as & BRandbook.
mais is standard praciice governing the operstion of subject file
systems in use turougiwutl governmenl aod industry. Such a hand-
book for the (S is an essential stép in overcoming the prouless
We DOW e:@ariaz;ce withh the systes.

. (ue of cur most vtime consuming, costly, and troublesome paper
T‘&Am processes is the review of official files in ordar to dispose of
WM{,M A them. With the installation of the WALNUT system which will per /
t retrisviog indexed material without going to the hary copy,

qum«wdmmmmtm.mum
mmgmmdeJwtimdem
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ssnn docwsent filed usder the supject Bepding. Tois couid = \k -
-
i

accomplished by the recard schedulicg m.(

CONCLUSIORS
v sfficisl subject Tile systesm can be modified to meet the requirs~
aenra of the CE withoui affecting the efficieney or effectiveneas Of

=pv aspect of the preseat Sysiad.

4. Reaguire each stafl siament to producs a file plan which will
cover the subjects related to its areas of responsibiiity,
slong ¥he iines af CI Memorandus #50.

gD Whes &1l such file pimns have been assemtled, reviev against (oe
present categories to detarmine if tue £ils volume cannoct be dis-
tributed more evenly into cleariy dafined categorise. {BxBivits
A and B of Atsachment B iliustrate & separsticn of Category &
inte twe categoriss.)

£, Merge the accumulated file plans into &n organised subject Tile
handbook s illustrated in Tab B and make it svailable w0 all
3ssk officers.” (This change will require reunumbering of the
present major categories so that the specific subject mumber wili

not duplicste the previcusly sssigned mumbers . )

o

Approved For Release 2005/11/21 : CIA-RDP70-00211R000800300035-1



Approved For Release 2005/11/21 : CIA-RDP70-00211R000800300035-1

25X1

b
b

Require what Ril cntinue to classily field corresposideunce

which is to be subject filed, tut eliminate this requiresent for

intra-tssdquarters cogTespondance, i.e., the desk will file witaout

central comtrol of this material, Dut &3 necessary Will nsve XiD 25X1

index the perscamlity informsiion in such documents.
; E. Schaduls the disposition of subject files as determined vy the

retention walus of & whole categury or subject rather than by

individnal documeats. (70 be delaysd until WAINUT 1s advaaced

o the point that refersnce to indexsd meterial <ama =ade from)

film rather then hard copy.) _ §
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r TAB A

ASSIGNMENT OF PILE WUMBERS BY MAJOR CATECORY

Mejor Active
Category File Mos.
005 272 o
ook 1654 | 17.6% of categories/65.6% of Pile Nos.
120 688
008 522
009 kgl
002 91 509 of categories/95.2% of Pile Nos.
006 322
126 215w
124 126 -
01O 53
o1l W7
123 23 ‘ ;
125 " 50% of categories/4.0% of Pile Nos.
132 19
127 T3
128 10
003 v

¥
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